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Preface 


The National Archives of Canada acquires, preserves and makes 
available records of national significance. The Archives also provides a 
comprehensive program that helps federal government institutions and 
ministers’ offices manage their records. 


The program includes advice on standards and practices for the 
management of information; training to upgrade the information 
management skills of government employees; management and 
protection of government information through a national network of 
records centres; and, finally, direction and assistance in planning the 
disposition of institutional records. 


To ensure that there is a consistent approach to information 
management within the government, the National Archives investigates 
the impact of emerging technologies, develops standards and 
practices, and produces technical handbooks. 


Managing Your Computer Directories and Files is one of a series of 
handbooks on records and information management. The chief 
author is Catherine Zongora. Any comments or questions about this 
handbook or about other information management issues are 
welcome. Please address your remarks to: 


Director 

Information Management Standards 
and Practices Division 

Government Records Branch 

National Archives of Canada 

395 Wellington Street 

Ottawa, Ontario 

K1A ON3 


Tel: (613) 947-1516 
Fax: (613) 947-1500 
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Introduction 


In today’s office, electronic information makes up a significant portion 
of the information holdings of individual users. This publication is a 
guide to managing electronic information in automated user 
directories in both stand-alone and networked computer 
environments. 


Information in user directories belongs to the organization and is valu- 
able to the organization. Yet, individual users are often responsible for 
managing their own directories. The information is becoming more 
and more difficult to access and share. We advise that organizations 
adopt common practices for the management of all their information 
holdings, including the electronic information residing in user 
directories. 


If users are to manage electronic information wisely, they must apply 
good management practices. Users should manage electronic 
information from the beginning to the end of its life cycle. This 
includes filing active information in a filing system designed for easy 
access, and planning for the orderly deletion of inactive information. 


Organizations should set up standard conventions for the 
organization, retention, deletion and protection of electronic 
information in user directories. An individual should be appointed to 
coordinate the development and dissemination of these conventions. 
The guidelines which follow are recommended standards and 
practices which users can adapt to meet their unique electronic 
information management needs. 


Definition and Scope 


These guidelines will help users manage the electronic documents, or 
“files,” in their personal workspaces. Users’ personal workspaces 
should contain working documents, including information copies, 
drafts and reference materials. Users keep these documents for 
various reasons: to read them; to compose new documents; to 
update documents; to print them; to copy selected passages for 
inclusion in other documents; etc. 
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The guidelines do not apply to corporate records. Organizations 
should develop an internal policy on the designation of a corporate 
record. This will help the user decide whether or not a particular 
electronic document is a corporate record. 


As well, organizations should develop internal procedures for 
incorporating electronic information held in user workspaces into the 
corporate inventory of information holdings. These procedures could 
include printing the information and filing it in the records office, or 
forwarding the information to the organization's electronic filing system 
or corporate workspace. 


If such policies and procedures do not exist, make sure that you add a 
copy (paper or electronic) of electronic information that is a corporate 
record to the holdings of the records office. Because of their value to 
your institution and to the Government of Canada, corporate records 
may not be destroyed without the permission of the National Archivist. 


Talk to the records management professionals in your organization for 
more information on corporate records management. 


Organizing Electronic Information 


To manage electronic information effectively, set up a standard system 
for organizing and naming the user directory workspaces. Make sure 
that this system is adapted to the way you work. 


When you are developing a filing system for electronic information in 
user directories, first consider your operating system and its particular 
constraints. Most operating systems provide for structured names for 
directories, sub-directories and files. You can use letters, numbers and 
most special symbols available on the computer keyboard for the name 
and extension. (Your operating system manual lists the symbols that 
you can use.) The name is usually a specified length. The operating 
system sometimes allows an extension, also usually a specified length. 
A period (.) usually separates the extension from the rest of the name. A 
file containing a memo about optical disks, for example, could be 
named OPTIDISK.MEM. 


In a word processing context, there are usually various levels of 
organization for the information, including directory and sub-directory 
indexes with corresponding documents, or files. Often, separate 
document summary screens (containing a brief description of the 
document) are also available. The operating system (whether DOS, 
Macintosh or any other) can display the contents of any of these indexes 
or screens. If necessary, you can print such displays and collect them in 
a binder for quick reference. “Retrieval Concerns and Techniques” will 
discuss document retrieval in more detail (see page 10). 


Directory Management 


The first conventions you should set up should be for directory 
management. The directory system can be compared to a tree, with 
directories and sub-directories branching off from the main, or “root,” 
directory. Individual documents, or files, appear under the various 
directories and sub-directories. This results in a hierarchical structure 
which proceeds from the general to the specific. Appendix A, Model 
User Directories, provides a simplified subject classification system and 
three model user directories. 


The root directory is the user’s first accessible directory. On a personal 
computer (PC), the root directory is the hard drive or the disk drive. Ina 
networked environment, the root directory is usually the electronic 
workspace allotted to each user. 
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For the more general topics in the hierarchy of information, users 
create directories branching from the root directory. You can structure 
your directories in different ways, such as under the departmental 
program or activity names, or under the subjects in the departmental 
subject classification system used by your records office that are 
relevant to your work. 


Then, create sub-directories under the corresponding directories to 
break down the topics further and help with the storage and retrieval of 
documents. Create sub-directories for common characteristics, like 
secondary subjects, case files, individual users, etc. Further sub- 
directories can be created as needed. “The Subject Classification 
Approach” contains more information on organizing personal 
electronic information according to the departmental subject 
classification system (see page 6). 


Store your individual documents, or files, under the appropriate 
directories and sub-directories. (Note that you need not repeat 
directory names in the file names. This leaves more characters 
available to describe individual documents.) 


An advantage of using sub-directories is that you can use the same file 
name in more than one sub-directory. The operating system will, 
however, not allow you to have two files with the same name within 
the same sub-directory. 


Naming Conventions 

Organizations should set up conventions for naming directories and 
the files within those directories. Users should help set up the 
conventions, ensuring that they meet individual needs. Then, each 
time a user names a directory or document, he or she would simply 
use the established conventions. 


There are many benefits to standardizing directory and file names. 


m Youcan easily and quickly locate documents stored on a 
network, on diskettes, on backup systems, in off-site storage, 
etc. You also avoid losing information. 


m You can re-use information and avoid duplicating someone 
else’s work. For institutions that provide common electronic 
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workspaces, adopting naming conventions allows users to 
locate information that other users may have filed. 


™ You can distinguish final versions from drafts. 


m™ You can dispose of information which is no longer useful — 
retaining only active information in your personal directories. 
(Remember, you have already placed the corporate 
record on file.) 


When you select characters for directory and file names, determine 
which characters to use or not to use. Some of the different 
conventions you could use follow. 


m Use the existing departmental subject classification system 
as a base. 


Use the first main word in the subject title. Do not exceed 
the number of characters allowed by the operating system. 
For example, for the title Naming Conventions, use 
NAMING. 


Or, use the first two main words in the subject title, 
eliminating the spaces. Specify the number of characters 
allocated for each word, i.e. the number of characters 
allowed by the operating system divided by two. For 
example, for the title Naming Conventions, where each 
word is allocated four characters, use NAMICONV. 


Or, use consonants only, omitting all vowels, double 
consonants, spaces and plurals. For example, for the title 
Naming Conventions, use NUNGCNVN. 


m Use standard abbreviations whenever possible. 


Consult your Records Manager for standard abbreviations 
already in use. 


Use Government Telephone Directory abbreviations for 
names of federal departments and agencies. 
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- Use Canada Post abbreviations for provinces. 
- Use External Affairs abbreviations for countries. 


- Develop department-wide conventions for individuals, 
locations, etc. 


m Begin names with the last two numerals of the calendar year 
where this information is relevant. For example, 92BUDGET, 
93BUDGET, etc. 


A problem arises when users give each other information on diskettes 
or by electronic mail. Since documents with the same names cannot 
be stored in the same directory, users need to separate documents 
with the same name from each other. The first step in addressing this 
difficulty is to set up a directory for receiving imported documents. For 
example, all users could set up a directory named IMPORT. Upon 
receiving an imported document, the user would rename the file before 
transferring it to the appropriate subject directory. If you want to 
identify the source of the document, change the extension on the 
imported document to the sender’s initials. 


The Subject Classification Approach 


We recommend using the departmental subject classification system 
as a base for the structure of your user directory system. Most 
organizations already have this subject classification system in place 
for organizing corporate information holdings. This corporate system 
reflects the need of users to retrieve information in support of decision 
making and the delivery of government programs. 


The subject classification system usually reflects the institution’s 
programs, activities, sub-activities and the individual tasks. The 
system is a logical arrangement of blocks of primary subjects broken 
down into individual primary subjects. The primary subjects are then 
further broken down into secondary and tertiary subjects. 


Given its logical structure, the subject classification system is an 


excellent model for organizing electronic information in user directories. 
The following principles, however, should be kept in mind. 


m™ Your user directory system should be as simple as possible. 


m Your system should be logical. Remember that the subject of 
the documents should dictate the arrangement. 


m The system should proceed from the general to the specific. In 
other words, proceed from a major activity to a sub-activity to a 
sub-subactivity to tasks and sub-tasks. For example, proceed 
from WASTE MANAGEMENT to RECYCLING to PAPER 
RECYCLING to NEWSPAPER RECYCLING. 


m You should use clear and consistent words to describe 
subjects. This will permit you and other users to quickly identify 
and retrieve information. For example, if everyone in the 
organization uses the words “acid rain,” avoid using the words 
“vitriolic precipitation.” 


m Your system should be flexible and allow for additions and 
deletions. For example, if a directory contains a large number 
of documents, you should be able to easily create new sub- 
directories. Conversely, if a directory contains only a few files, 
you should be able to move the files to a more general directory 
and delete the specific one. 


Your departmental subject classification system probably uses 
numbers and titles to identify files. Your group may decide to use 
either a numeric, an alphabetic or an alpha-numeric approach when 
naming your directories and files. If you take an alphabetic approach, 
use an alphabetic naming scheme that parallels the titles in the 
departmental subject classification system. |In the numeric approach, 
use a numbering scheme that parallels the numbers in the 
departmental subject classification system. Numeric coding provides 
a degree of confidentiality and virtually unlimited expansion, but you 
have to maintain a supplementary alphabetic index that shows what 
the numbers mean. You could also use a combination of alpha- 
numeric characters. This option allows users to combine the 
expansion possibilities of numeric coding with the relative ease of 
understanding words or parts of words. Appendix A, Model User 
Directories, contains examples. 


Once the structure of the user directories reflects the subject 
classification system, you can store individual documents, or files, in 
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the corresponding directory. You also save characters by not 
repeating, in the file names, words and numbers that are already in the 
directory names. (For instance, if you have a sub-directory named 
WILDLIFE, the file’s eight-character name and three-character 
extension can be used to further describe the subject of the 
document, either according to further subject classification 
breakdowns, or according to type, topic, name, date, etc.) 


Conventions for Extensions 

Most operating systems provide for an optional extension. An 
extension is a suffix, usually three characters, separated from the rest 
of the file name by a period (.), also Known as a delimiter. Extensions 
could be useful in further identifying documents. 


Extensions can be used: 


m@ to identify the type of document. For example, use .MEM to 
identify a memorandum; 


m to identify projects. For example, use .NCP to identify the 
Naming Conventions Project; 


@ to identify the version number or final version. For example, 
use .002 to identify the second version, and .FIN to identify the 
final version; 


m@ to identify the user who created the document. A possible 
convention would be to use the initials of the first and last 
names only. Additional numerical characters could distinguish 
between users with the same initials. For example, use .JS1 to 
identify documents created by Jane Smith, .JS2 for Judy 
Schultz, etc.; 


@ to identify the year of the document. For example, use the last 
two numerals of the fiscal year to which the documents relate, 
such as .93 to signify 1993/94 fiscal documents; and 


m to produce lists of all files with the same extension. These files 
can then be moved, copied, or destroyed as a group. 
“Retrieval Concerns and Techniques” and “Deleting Electronic 
Records” give more information (see pages 10 and 14). 


The following is part of a list of standard extensions. The full list is in 
Appendix B. 


WORD EXTENSION 
AGENDA AGD 
BRIEFING NOTE .BRF 
FINAL VERSION .FIN 
FORM .FRM 
INITIALS JDS 
Lette LET 
MEMORANDUM MEM 
MONTH JAN 
PLAN .PLN 
REPORT .RPT 
YEAR .93 


Organizing Electronic Information on Diskettes 


Diskettes serve a variety of purposes. They store electronic 
information on systems without a hard disk. They serve as a backup 
to a hard disk or another diskette. They provide off-line storage for 
computer files that are used infrequently but still need to be kept. 
They provide security, because you can store the diskettes in a vault 
or off-site. Diskettes are also portable and make transporting 
information from one location to another easier. The management of 
information on diskettes, however, should follow the same principles 
used for information on hard disks. 


Diskettes could contain the documents under one directory or sub- 
directory. Or, they could contain documents belonging to one user or 
work group. You can also store documents on the same subject or 
with the same deletion date together. 


You can then file the diskettes by directory or sub-directory name, 
user name, organizational unit, subject grouping, deletion date, etc. 
You could also store a printout of the document index with the 
diskette for retrieval purposes. 


Label diskettes, and file them alphabetically or numerically. When 
dealing with many diskettes, use colour-coded labels to help identify 
and retrieve information quickly. For example, each colour could refer 
to a different subject grouping, organizational unit, user name, etc. 
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When labelling diskettes, make sure that the entries on the labels 
accurately reflect the contents. A good practice is to write on the label 
before attaching it to the diskette. This practice will eliminate the risk of 
damaging the diskette by pressing too hard with your pen. If you do 
forget to fill out the label beforehand, use a felt-tipped pen — and 
press gently. 


Retrieval Concerns and Techniques 


There are several ways to retrieve information. You can navigate 
through directory and sub-directory screens and then through the list 
of file names which appears under each directory and sub-directory. 
You can also quote the entire file name, including directory and sub- 
directory names. 


Many operating systems and some software also allow you to retrieve 
documents by quoting parts of the directory name, sub-directory 
name, or file name. With parts of names, you can substitute a wildcard 
character (a symbol that can take the place of missing information) for 
either the name or extension. If the operating system provides the 
asterisk (*) as your wildcard character, and you want a list of all the files 
with the extension .93 in a given directory or sub-directory, enter *.93 
as your retrieval query. The query will produce a list of all the files with 
the extension .93 in the specified sub-directory, regardless of the name 
of the file. Your operating system and software manuals have more 
information on using wildcard characters to retrieve documents. 


Indexes are a useful retrieval aid. The operating system will display the 
contents of any directory or sub-directory, therefore automatically 
providing an index. If necessary, you can print such displays and 
collect them in a binder for quick reference. Software packages are 
also available which will present your directory displays in a “tree” 
format. 


You will eventually need to retrieve documents which have been 
transferred to diskettes. If you have used the subject classification 
system, you will have stored, and can therefore retrieve, information 
from diskettes according to subject blocks. Once the correct diskette 
had been retrieved, you would retrieve the information from its 
directories in the same way as you would retrieve information from 
other user directories. 


Deleting Electronic Records 


You may delete electronic information if you don’t need it any more for 
your work — and if you are sure that the corporate record has been 
preserved. 


You should review the contents of hard disks, diskettes and magnetic 
tapes on a regular basis. This allows for the retention of active 
information and the deletion of information you no longer require. 
Regular deletion of inactive information is a good practice. Active 
information is easier to identify without sorting through numerous 
outdated file names to locate the required document. Regular deletion 
also saves space on disks, diskettes and magnetic tapes (magnetic 
tapes are used for backing up and storing information), and will 
improve the system’s processing speed. 


Recommended Standards and Practices 


Electronic documents do not carry signatures, are fragile and are 
subject to unauthorized alteration or deletion. If an electronic 
document must be retained for legal reasons, transfer the document to 
paper and give a copy to your records manager. As well, if an 
electronic document is a corporate record, a copy (paper or electronic) 
should be given to the records manager. 


Develop criteria for indicating that information has ceased to be active: 
such as when a project is complete; when a specified period elapses; 
when you have not retrieved a document for a certain period of time; 
or when you print a document. 


You can remove files individually or in a batch. One way is to record 
your planned deletion date or retention information in either the eight- 
character name or the three-character extension. For example, if you 
use .APR as an extension of the file name to indicate that the 
document is to be deleted in April, you could use your wildcard 
character and extension (*.APR) to produce a list of files scheduled for 
deletion in that month in a given directory or sub-directory. Then, you 
could delete all the files in the list. 


/formation 
Management 


Once information is no longer active, decide whether you may delete 
the information altogether, or whether you need to keep it in a directory 
that you use just for storage. You can also move them to another 
storage medium such as diskettes or magnetic tape. This would leave 
only the active information on the hard disk or network. 


You should be aware that most operating systems do not erase 
deleted information from hard disks. The operating system simply 
removes file names from the directory, and eventually writes over the 
unwanted information. Let your systems manager know if there is a 
legal requirement to make sure that information is truly deleted from 
hard disks (for example, to comply with provisions of the Privacy Act); 
it is possible to use special software that actually erases such 
information. 


To delete information (and not simply the file names) from diskettes, 
copy the active information onto a newly formatted diskette. Then, 
reformat the old diskette containing the unwanted information. 


Protection 


Electronic information is extremely fragile, and good management 
practices as well as good care and handling techniques are essential. 


Recommended Standards and Practices 


Good information management practices will ensure that you do not 
lose information in a mass of unorganized documents. However, other 
practices exist to protect fragile electronic information. 


Dependable backup procedures protect electronic information from 
loss and corruption. You would normally use diskettes to back up 
your hard disk as well as to back up other diskettes. Store these 
backup diskettes in a safe and secure area away from your desk. You 
can also use magnetic tapes to back up large volumes of information, 
usually from hard disks and in networked environments. In addition, 
most operating systems back up the document you are working on at 
regular intervals. 


Develop and implement procedures for physically accessing electronic 
information and equipment to protect information from unauthorized 
access and alteration. Good security practices include using 
passwords to gain access to networks and databases, and locking 
your keyboard or turning the computer off when you are absent from 
your desk. 


Information that is security classified should not be stored on electronic 
equipment unless certain criteria for protecting the information are met. 
Refer to the Security Policy of the Government of Canada for more 
information. 


Apply careful work habits to protect information from physical hazards. 
Use the following points as a guide to good computer practices. 


m Use an Uninterrupted Power Supply (UPS) to protect your 
computer and data from a drop in electrical power. (A UPS 
may also offer protection from power surges, as will some 
power bars.) 
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Protect hard disks, keyboards, terminals and diskettes from 
contaminants by not eating, drinking or smoking near your 
computer. 


Protect your diskettes, hard disk and magnetic tapes by 
making sure the area and equipment are kept clean and 
dust-free. 


Keep magnets, including those hidden in small office 
appliances such as some telephones, well away from electronic 
information and equipment. (Diskettes, disks and tapes are 
magnetic media. A magnet could reorganize, and therefore 
destroy, the information.) 


Check software and diskettes for viruses — before you 
begin work. 


Information stored on disks, diskettes and tapes has a limited life 
expectancy. This relates to the life expectancy of the storage medium 
and the ability of your software to read information created using an 
earlier version or a different package altogether. Check the information 
regularly and transfer it to new storage media as required. The 
manufacturer of a particular product will tell you how long information 
can be safely stored on that medium. Convert information created 
using older versions of software to the current version. 


Appendix A — 
Model User Directories 


This appendix contains a subject classification system, and three 
examples of user directories. Each of the three examples uses 
different naming conventions. The examples are a guide to creating 
your own user directories and establishing naming conventions. All the 


examples use the simplified subject classification system below as a 
base. 


Subject Classification System 


Series: A-ADMINISTRATION E-ENVIRONMENTAL SERVICES P-PARKS 


mt: 


aie — a 


Sections or 
Blocks: 1-ATMOSPHERIC ENVIRONMENT 2-CONSERVATION & PROTECTION 


Primary 


Subjects: 210-ENVIRONMENTAL PROTECTION 220-INLAND WATERS 230-WILDLIFE 


aa 


Secondary 
Subjects: -0 POLICY 
-1 GENERAL 
-2 EMISSIONS 


-3 HAZARDOUS WASTES 
-4 POLLUTION CONTROL TECHNOLOGIES 


In the above diagram, the series are assigned an alphabetical prefix: 
“A.” “E” or “P.” The sections or blocks, which are sub-divisions of the 
series, are assigned numbers: “1” or “2.” The primary subjects, which 
are broken down from the sections, are assigned a three-digit number: 
“9410,” “220” or “230.” Secondary subjects, which are broken down 
from the primary subjects, are assigned numbers after a dash: “-0,” 
“4” “2” etc, E210-3 would be the complete subject classification 
number relating to the subject of hazardous wastes. 
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User Directories — Example One 


DIRECTORIES: ADMINIST EVSERV 


(Series) | 


SUB-DIRECTORIES: ATMOEV CONSPROT 


(Sections) | 


SUB-DIRECTORIES: EVPROT INLAWATE WILDLIFE 


(Primary Subjects) 


DOCUMENTS: EMISSION.MEM 
(Secondary Subjects) HAZAWAST.PLN 
POLLCONT.RPT 


Naming conventions used in Example One: 


m Name directories and sub-directories using the main words in 
the titles (Series/sections/subjects) from the subject 
Classification system. 


@ = Abbreviate the word “Environment” to “EV.” 


m Name directories, sub-directories and documents, or files, 
using the first eight characters of the main word in the 
corresponding subject classification titles. Where there are two 
main words, use the first four characters of each word. 


m Use the following conventions for extensions: 


MEMORANDUM -MEM 
PLAN -PLN 
REPORT -RPT 


In Example One, the document named EMISSION.MEM is a memo 
about emissions. The document falls under the primary subject of 
Environmental Protection, which falls under the section for 
Conservation and Protection, which, in tun, falls under the series for 
Environmental Services. The entire pathname, therefore, would be 
EVSERV/CONSPROT/EVPROT/EMISSION.MEM. 
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User Directories — Example Two 


DIRECTORIES: ADMNSTRT SRVCS 


(Series) | 


SUB-DIRECTORIES: ATMSPHRC CNSRPRTC 


(Sections) | 


SUB-DIRECTORIES: PRTCTN INLNWTRS WLDLF 


(Primary Subjects) 


DOCUMENTS: EMISSION.BRF 
(Secondary Subjects) HAZAWAST.MIN 


POLLCONT.93 


Naming conventions used for directories in Example Two: 


Name directories and sub-directories using the main words in 
the titles (Series/sections/subjects) from the subject 
classification system. 


Exclude all vowels (AEIOU), except where the first character of 
the word is a vowel. 


Use one consonant only when double consonants appear. 
Use the first eight eligible characters of the main word in the 
corresponding subject classification titles. Where two main 
words must be shown, use the first four eligible characters of 


each word. 


Eliminate the word “Environment.” 


Naming conventions used for documents, or files, in Example Two: 


m Use the first eight characters of the main word. Where two 
main words must be shown, use the first four characters of 
each word. 


m Use the following conventions for extensions: 


BRIEFING NOTE -BRF 
MINUTES -MIN 
YEAR 93 


In Example Two, the document named HAZAWAST.MIN contains the 
minutes of a meeting on hazardous wastes. The file falls under the 
primary subject of Environmental Protection, which falls under the 
section for Conservation and Protection, which, in turn, falls under the 
series for Environmental Services. The pathname, then, would be 
SRVCS/CNSRPRTC/PRTCTN/HAZAWAST.MIN. 
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User Directories — Example Three 


DIRECTORIES: 
(Series) 


SUB-DIRECTORIES: 
(Sections) 


SUB-DIRECTORIES: 
(Primary Subjects) 


SUB-DIRECTORIES: 
(Secondary Subjects) 


DOCUMENTS: NUCLEAR.AGD 
PCB.CTR 
INDUCHEM.FRM 
CLEANUP.PRE 


Naming conventions used for directories in Example Three: 
m@ Use the subject classification system number when naming all 
directories and sub-directories. 
Naming conventions used for documents, or files, in Example Three: 


m Use the first eight characters of the main word of the 
document’s subject. Where there are two main words, use the 
first four characters of each word. 


m Use the extensions shown below: 


AGENDA AAGD 
CONTRACT .CTR 
FORM .FRM 


PRESENTATION -PRE 


In Example Three, the document named CLEANUP.PRE is a 
presentation on cleanup activities. The document falls under the 
secondary subject of Hazardous Wastes, which falls under the primary 
subject of Environmental Protection, which falls under the section for 
Conservation and Protection, which, in turn, falls under the series for 
Environmental Services. The pathname for this document would be 
E/2/210/-3/CLEANUP.PRE. 
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Appendix B — 
List of Standard Extensions 


WORD 


AGENDA 
BRIEFING NOTE 
COMMENTS 
COVER PAGE 
CONTRACT 
DRAFT 
EXAMPLE/SAMPLE 
FINAL VERSION 
FORM 

INDEX 

INITIALS 
LETTER 

LIST 

MACRO 
MEMORANDUM 
MINUTES 
MEETING 
MONTH 

NOTES 
OVERHEAD 
PLAN 

PAPER 
PRESENTATION 
PROJECT 
PROCEDURE 
REPORT 
SCHEDULE 
SUMMARY 
SUPPLEMENT 
SYSTEM 
TERMS OF REFERENCE 
YEAR 


EXTENSION 


AAGD 
.BRF 
.COM 
COV 
.CTR 
.DRF 
.EG 
.FIN 
.FRM 
ND 
JDS 
Ley. 
.LST 
MAC 
MEM 
.MIN 
MTG 
JAN 
NOT 
.OH 
.PLN 
PR 
.PRE 
.PRJ 
.PRO 
.RPT 
.SCH 
.SUM 
“SUP 
SYS 
.TOR 
.93 


Appendix C — 
Other Sources of Information 


ARMA International. ARMA International Guideline for Records and 
Information Management: Filing Procedures. Prairie Village, Kansas, 
1989. 


Black, Kelly J. and Arlene A. Motz. “Standardizing PC File Names 
Using DOS Directories.” ARMA Quarterly (January 1989): pp. 14-17. 


Liskin, Miriam. “Database Management: Ordering Your Disk Files.” 
Personal Computing, 12, 9 (September 1988): 85-90. 


Malomet, Rhonda. “Viruses and How to Beat Them.” Office Equipment 
and Methods (May 1990): pp. 16-17. 


Minter, Dr. A.L. “File Naming on PCs.” Management Services 
(April 1990): pp. 20-22. 


New York. New York State Archives and Records Administration. 
Managing Records in Automated Office Systems. Albany, 
New York, 1990. 


Robertson, Bill. “Blackout Proof.” Office Equipment and Methods 
(May 1990): pp. 18-20. 


Schafer, Steven M. “Project Management.” The WordPerfectionist, 
4, 5 (1990): 2-3. 


The Advisory Committee for the Co-ordination of Information Systems. 
Management of Electronic Records: Issues and Guidelines. 
New York, 1990. 


United States. National Archives and Records Administration. 
Managing Electronic Records. Washington, D.C., 1990. 
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